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L. Current parsomnel ceiling,reallocations snd certain realisne-
rments of funetions have resulted, i problems of offective persomnel
utilization. Some offices havbt%a members than are needsd or _
authorized at the same tine that@staffing requirements of other offices
call for the procurement of individuals having skills whish correspond
to those who are in a surplus catepory it other varts of the Agency,
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2, The continuing aim of persomgel selection and placement in CIa
is the assirmment of each indiwvidual on % job thot matches his cupacity,
‘Success in this objsctive depemis on more than & consedentious attenpt
at Initially recruiting the right person’for a specific vacancy, Yo
matter how well new recruits from cutfide are sereened, investigatod,
tested; and selected, these technicues 7211 short of achieving perfection.
Occasionally, the new memberts first assignment is dictated by the '
priority of work assignments so that adequate consideration is not glven
to his backgrovnd snd skillsyin deciding where he is to be slotbed, In
addition, security restriations preclude revealing sufficient job speci-
Fies to enahle applicants Lo gemge their own sod tability and adaptability,
The need to remateh individuals and jobs arises, oo, from chenges which
take place in position reauirements as s result of shifts in fonebions
and organizations, asg well as the fact that the abilities, skills, op
interests of people chenge or develop. To ffail to nake provision fur
such adjustments in the assipnments of porsonnsl woeld be to jgnore tho
changing characteristics of both vrpenizatlons ang persons,  Accomdingly,
it is the purpose of this memorendum to outline the steps which should be
taken when Agency officials are confronted with these problems.

3. It is the responsibility of each Deputy Mlrector, Assistant
Director, or other Office head, insofar as is oos5sible, to satisly himself
that personnel under his jurisdicition are assigned to pogiitions where they
arc most needed and for which they are best suited by aptitude and experi~
ence, Also, as stated in| | "prompt sction mast be
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e tndesirable or who
O reasonabls prospecttd
©88 dyastic administrative.

foi}%‘every level, ave expecte
will praduce .the‘_attain_r{“ ioy
L medbers of the work Foredl The
nor-expected, however, to labor indefinitels
with _ Who are not.qualified or cannot ba quelified theoigh L
training op other means. A placement. which is or bacomes ineffective’ for -

‘one oy more of ‘the Teasons mentioned in the feregoing: varasraph e

unsatistactory u
out adecuate improvem

~ Hmes be ‘corrected through reassignment to n position for which the -
-employee has evidenced or demonstrated some oualifications o apti iie
Wherever possilile, such reaggignmont should be accomplished within the
-+ office component to which ‘the individual-is assigneds when thig cani
. done, the Personnel Office should %e advised in accordance with the

follouing paragraph,

- wlte - The ‘Persomnel Office will pd i
for whom intra-office reassignment aAIot he effected and whose failure o
* Blve satisfactory performance resulfs from a canse other then & kind of .
.+ incompetence which may reasonebly be expected to be regeated on eny future
- assignment. At the same bime, the Persomnel 0ffice will be supplied with- .
" a'full evaluation ‘oft the kaowledge, “skills 2 tnd cepabilities of bhe indivie
- dualy dincluding an objective ‘and ‘completa Sngiysis of o wortcomings and .
. strengths ¢ The evaluation will be prepared by the irmediste supcrvisor
~or other appropriate official, - Based on his abservations of the Indivie
dualts latent capabilities, the supervisoy wiay wish to sugeest training
- programs which might reagomably ensble the indivical to auslify for other .
- 8pecific lines of work. Representatives of the Personmel Cffice wixy

- eommunicate with this official for such additivmel information az may be .
.necessary in order to develop plans for Agericy reassigoment, The need for
-8 accurate aprraisal of past nerformance and potential cannot by overe
emphasized. Subsequently, the existence of QTSR BIIETO nts could
well create a considerabie obstacle to enforcing o deciador that the indivi-
dual should be separated irvoluntarily, Since 1t may becoms neCIS8ANY bo
resort to seéparation in tho cvent that reassipmment cannet ne ans bmpidsed,
the of'ficial meking the evaloation must be prepared 1o have his cvaluation
used in connection with such eetion. Hore oportent, howow wry Enmothe -
likelihood that; a fair, honest evaluation will res Lt I o2 muecesnil and
bene™ieial reassigmment. ALL parts of the Agemey will profit ferom o migal
understanding mnd strict adherence to thia prinsiole, '

pforried with rospect to any ‘employee

5. An emoloyee who is nade availanle Ffor res

with Paragraph I above will be veported Lo the

enter his name on g Zenlacement Roster, o
carried on the Replacement Roster for not to e
nent action carmot be effectad within this 4ims,
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- appr'epr:.ate action m.ll e initiated ) At‘the same time, the releasmg
;. office will make arrangements for physioeI location and tenporaz'y ﬂssign-
- ment during the veriod pending reass:xgnnen"c, or other action. As vacancies
~develop in Agency offices, .the Persanne;t Sfi‘{ce is responsible for
referring persons, including those ‘in'the Replacement. Roster, who are
regarded as being adequately mialified for consideration by the oi‘fices
congerned. - Such referrals will be mnde either when external recruitment
is reouested or when other Agency mewbers nay be propesed for the purpose
of filling the vecant positions. The Personnel Office will provide all.
 availeble information regarding an individual's background, expericnee,.
weaknesses, mnd sbilities. Reassisnment effected ag a result of referral
from the Replacement Roster will be subject to the condition that the '
eagsipgnee will serve not to excead a six-month trial period in the new
pas:.t.mn, If'y upon the tenunatlon of this period, the office to which he
has been reossig ned is not satisfied with his performance, action may be
initiated to separate him. ‘The Personnel Office will be responsivle for
offering continmuing guidance to the s efvisor with the aim of providing
- such staff assistance as will help to 311! a reassirned member to a : |
satisfactory level of perforumnce. ment Officers will conduct follow- . - ST
up interviews at periodic intervals with both the individual and supervisor. '
Such interviews should bring to light upeclfic problens encountered by the
trirl member and provide an op’mrtunity Fore dova,lopz.ng remdial pro(_,ramm

25X1A 6. |doscr1bos the nroceciwes to be followed to
separate an individeal whose performance ise abd ungatisfactory that reassipgn-
ment or other administrative measures are not )us’olin,edo dhere a securdity 3 :
onsideration dictates such a course, however, Sepu.futl()ﬂ will be effected _ ‘ f

25X1 rsuant to the authority vested in the Director of Central Intelligence ‘ SRRy
under Section 102{c), Yational Security fct of 1947, and in accordance
wi'bh| | .

T. Tt must be clearly undgrstood that an individeval undergoing reassipn-
ment through the Replocement Roster deviece will not be made the responsibility
of the Personnel Cffice during the period mquired to locate a suitable
position or to effect other action. He must remain under the jurisdiction
and control of the raleasingr office until reassignment or ’cermlmtlcm is

effected. 7 . o ' .
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